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ACTION REQUIRED if you have a new SUNY campus employer 
 

IMPORTANT: This guide is designed to assist if you have changed campuses, or are now 
employed at an additional campus, and you have accounts in the Optional Retirement 
Program (ORP) and/or SUNY Voluntary Savings Plan (VSP) [formerly named Tax Deferred 
Account (TDA) / Supplemental Savings Account (SRA)]. 
 

 

• Optional Retirement Program only: Select ENROLL NOW. <click here> 
• Optional Retirement Program and Voluntary Savings Plan: Select ENROLL NOW <click here> 
• Voluntary Savings Plan only: Select ENROLL IN VSP <click here> 
• Employed at more than one campus? <click here> 

 

Resource: Enrollment Guide 
http://www.tiaa.org/public/pdf/SUNY_MVC_TDA_Guide_Enrollment_Guide.pdf 

 

Note: This guide assumes you already have a User ID and Password established for Retirement@Work. If 
you do not, please start with the “REGISTER” process or call the number at the top right for assistance. 
  

Retirement@Work Help Line 
1-866-271-0960 

It is required to register your account(s) under your new campus location. Failure to do so, may result in: 

• duplicate contributions in the same pay period 

• outdated employment records 

• missed contributions 

• potential cancellation of your ongoing contributions 

Please click on the appropriate link below for instructions specific to your situation. 
 

http://www.tiaa.org/public/pdf/SUNY_MVC_TDA_Guide_Enrollment_Guide.pdf
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ORP Only:  
1) Log in with your existing User ID and password: 

 
 

2) Click “ENROLL NOW” 

 
 

3) Select your new campus with “Choose Employer” or by typing the campus name in the Agency 
Name search field: 
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4) Select the SUNY Optional Retirement Program from the retirement program list and complete 
the Retirement Plan Election questions, as if you were enrolling as a new employee. NOTE: You 
should list your previous campus as former employer to ensure breaks in service are noted, if 
applicable, and/or escrow is managed correctly upon starting at your new campus. 
 

5) Next screen: Two options are available; please select Enroll in SUNY ORP Only and follow 
prompts. 

 
6) Investment Provider selection: 

a. If you are changing investment providers, or adding a new one, you must complete both 
the new/updated selection process and open a new account with each newly selected 
investment provider. 

b. If you are keeping the same investment provider, select them again; there is no need to 
re-open accounts there; your contributions will continue going to the that provider, and 
into your account as with your previous campus. 
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ORP and VSP Re-enrollment: 
1) Log In with your existing User ID and Password: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) Click “ENROLL NOW” 
 

 
 

3) Select your new campus with “Choose Employer” or by typing the campus name in the Agency 
Name search field: 
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4) Select the SUNY Optional Retirement Program from the retirement program list and complete 

the Retirement Plan Election questions, as if you were enrolling as a new employee. NOTE: You 
should list your previous campus as former employer to ensure breaks in service are noted, if 
applicable, and/or escrow is managed correctly upon starting at your new campus. 

5) Next screen: Two options are available; please select Enroll in SUNY ORP and VSP Plans, and 
follow prompts 

 
6) VSP Salary Deferral: Select the amount of pre-tax and/or Roth dollars for your voluntary 

contributions.  
7) If you would like both your ORP and VSP Contributions to go to the same provider, please select 

“YES” for this option and enter 100% for your provider of choice.  
8) If you would like your contributions split between/among providers, select “NO” and proceed to 

follow the prompts indicating percentages and investment providers.  
9) Investment Provider selection: 

a. If you are changing investment providers, or adding a new one, you must complete both 
the new/updated selection process and open a new account with each newly selected 
investment provider. 

b. If you are keeping the same investment provider, select them again; there is no need to 
re-open accounts there; your contributions will continue going to the that provider, and 
into your account as with your previous campus. 

 
 
IMPORTANT!!! 
TO PREVENT YOUR VOLUNTARY CONTRIBUTIONS BEING DUPLICATED, YOU MUST ZERO THEM OUT AT 
YOUR FORMER CAMPUS.  
 
Now that you have set up your new campus, return to the home page and click the center option, MY 
RETIREMENT, to make changes: 
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Select your FORMER CAMPUS from the options shown: 
For example: 

 

As shown below, select the CONTRIBUTIONS tab at the top of the screen. Next, click “Stop Voluntary 
Contributions” to the right of the SUMMARY heading, then follow the prompts to stop the previous 
campus deferral: 
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VSP Only: 
1) Log In with your existing User ID and Password: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2) Click “ENROLL IN VSP” 
 

 
 

3) Select your new campus with “Choose Employer” or by typing the campus name in the Agency 
Name search field: 
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4) The next page should be the CONTRIBUTIONS page; click “MANAGE CONTRIBUTIONS.” 
 

 
 

5) Select the amount of pre-tax and/or Roth and follow the prompts to select your investment 
provider.  

6) Investment Provider selection: 
a. If you are changing investment providers, or adding a new one, you must complete both 

the new/updated selection process and open a new account with each newly selected 
investment provider. 

b. If you are keeping the same investment provider, select them again; there is no need to 
re-open accounts there; your contributions will continue going to the that provider, and 
into your account as with your previous campus. 
 

 
IMPORTANT!!! 
TO PREVENT YOUR CONTRIBUTIONS BEING DUPLICATED YOU MUST ZERO THEM OUT AT YOUR 
FORMER CAMPUS. 
 
Now that you have set up your new campus, return to the home page and click the center option, MY 
RETIREMENT, to make changes: 
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Select your FORMER CAMPUS from the options shown: 
For example: 

 
As shown below, select the CONTRIBUTIONS tab at the top of the screen. Next, click “Stop Voluntary 
Contributions” to the right of the SUMMARY heading, then follow the prompts to stop the previous 
campus deferral: 
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Employed at more than one campus? 
 
This is a rare circumstance; however, it can happen, and we want you to be prepared! 
 
SUNY 4-year State Campuses: Payroll is centralized with the NYS OSC, so this does not apply to you.  
 
SUNY 2-Year Community College Employees: 
 
If you are employed at more than one campus, you will need to enter a Retirement Plan Election form 
for each campus employer so that payroll is set up correctly for you. Please follow the “ORP ONLY” 
instructions for each campus.  
 
If you would like voluntary contributions to be deducted from each campus’ paycheck, you must enroll 
in the VSP for each campus. Please repeat the Save More process for enrolling in the VSP for each 
campus. You can cancel one or more campus deduction at any time by following the instructions in this 
guide (see pages 5 and 8 for assistance). 


